State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Graduate Student Assistant 1422-4872-900 50056864
APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION
Vacant Flood Management / Decision Support Section
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
E
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Anna Fong Senior Programmer Analyst (Supv)
APPROVED BY (Personnel Analyst's Name) DATE
Amanda Jack 2/8/12
P eg_c;j%rg of Activity

POSITION SUMMARY

Under close supervision of the Chief of the Decision Support Section, the Graduate Student
Assistant assists Decision Support Section staff with researching enhancements to components of
the Flood Operations Center Information System (FOCIS) and assist State-Federal Flood Operations
Center (FOC) engineers and research analysts as well as other FOCIS users with the use of FOCIS
in support of flood emergency response. Incumbent must adhere to all Departmental IT Governance
Standards and IT Policies as set by the Department’s Chief Information Officer.

ESSENTIAL FUNCTIONS

The incumbent must work cooperatively with others; maintain regular, consistent, and predictable
attendance; exercise sound judgment; possess strong oral and written communication and
presentation skills; and work in a courteous and professional manner with the public, media, and
other agencies. The position requires that the incumbent operate a PC or workstation for extended
periods of time; and possess basic knowledge of web based applications, relational database
concepts; and client/server systems architecture. The specific duties are as follows:

50% Assist Decision Support Section staff with tracking FOCIS issues, troubleshooting FOCIS bugs,
and explaining the use of the various features in FOCIS to users. Research, track, test, and
document new enhancements to FOCIS prior to deployment. Assist Decision Support
programming staff on extracting data from FOCIS using MS Access or MS Excel; updating records
in FOCIS using MS Access or Oracle SQL; carrying out advanced modifications to the FOCIS
interface using HTML, Javascript, AJAX, or Perl; advanced maintenance of the FOCIS database
using ODBC tools, and routine administration of FOCIS servers using HP-UX tools to support
FOCIS operation and enhancements required by the FOC. Research, design, develop, test, and
deploy new applications to enhance the FOCIS software suite and server architecture. Perform
other application development, web development, and system administration as required.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Anna Fong >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Graduate Student Assistant 1422-4872-900 50056864
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant Flood Management / Decision Support Section
PerT(;%rg oF Activity
40% Prepare and enter data for electronic processing and storage primarily through the Flood
Operations Center Information System (FOCIS). Provide first-line technical support to users in the
use and operation of FOCIS; assist with updating FOCIS accounts and passwords. Assist the
State-Federal Flood Operations Center (FOC) in the preparation and production of reports and
products derived from FOCIS such as the annual Directory of Flood Officials, various emergency
contact cards, and if necessary, Incident Reports, Event Reports, Situation Summaries, Section
Status Reports, Action Plans, and other reports resulting from activation of the FOC under the
Standardized Emergency Management System (SEMS).
10% Assist with analyzing and troubleshooting problems with staff computers, printers, plotters, and

other peripherals; with the maintenance of equipment and supplies such as laptops, GPS units,
UPS units, and other peripheral items; with updating user desktop accounts and passwords; and
with operating and maintaining the Flood Operations Center A/V equipment including during the
Weather/Hydrology Briefings, if necessary resulting from activation of the FOC under the
Standardized Emergency Management System (SEMS). Assist other Flood Operations Branch staff
with the collection, organization, preparation, and maintenance of data, information, documents,
reports, applications, equipment, and supplies critical to the Emergency Preparedness and
Response function of the State-Federal Flood Operations Center as required. Some travel may be
necessary.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and /or the Public Affairs Office during
Governor-declared emergencies, including flood, dam, State Water Project, and other incidents and
emergencies. During activation of the State-Federal Flood Operations Center under the
Standardized Emergency Management System, the incumbent is assigned to the Flood Operations
Center's Planning and Intelligence Section to assist the Department in performing its emergency
response functions. These functions are established in the California State Emergency Plan and
the Department's Administrative Orders.

SPECIAL REQUIREMENTS

Possession of a valid California driver's license is required.

Infrequent travel may be required. The incumbent may be required to work weekends, or holidays
during flood emergencies or emergencies for which Cal EMA tasks the Department to assist. The
incumbent may be required to move equipment either solely (25 Ibs. max) or with another person

(100 Ibs. max).

The incumbent should be familiar with California's hydrology and engineering models to verify
data. Familiar with desktop computers, office software, and database concepts.
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	activity: POSITION SUMMARY
Under close supervision of the Chief of the Decision Support Section, the Graduate Student Assistant assists Decision Support Section staff with researching enhancements to components of the Flood Operations Center Information System (FOCIS) and assist State-Federal Flood Operations Center (FOC) engineers and research analysts as well as other FOCIS users with the use of FOCIS in support of flood emergency response. Incumbent must adhere to all Departmental IT Governance Standards and IT Policies as set by the Department’s Chief Information Officer.  

ESSENTIAL FUNCTIONS
The incumbent must work cooperatively with others; maintain regular, consistent, and predictable attendance; exercise sound judgment; possess strong oral and written communication and presentation skills; and work in a courteous and professional manner with the public, media, and other agencies.  The position requires that the incumbent operate a PC or workstation for extended periods of time; and possess basic knowledge of web based applications, relational database concepts; and client/server systems architecture.  The specific duties are as follows:

Assist Decision Support Section staff with tracking FOCIS issues, troubleshooting FOCIS bugs, and explaining the use of the various features in FOCIS to users.  Research, track, test, and document new enhancements to FOCIS prior to deployment.  Assist Decision Support programming staff on extracting data from FOCIS using MS Access or MS Excel; updating records in FOCIS using MS Access or Oracle SQL; carrying out advanced modifications to the FOCIS interface using HTML, Javascript, AJAX, or Perl; advanced maintenance of the FOCIS database using ODBC tools, and routine administration of FOCIS servers using HP-UX tools to support FOCIS operation and enhancements required by the FOC.  Research, design, develop, test, and deploy new applications to enhance the FOCIS software suite and server architecture.  Perform other application development, web development, and system administration as required. 

	classification: Graduate Student Assistant
	appointee: Vacant 
	dwr position number: 1422-4872-900
	sap personnel no: 
	sap position number: 50056864
	division: Flood Management / Decision Support Section
	mcr: 
	percent 2: 40%
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	activity2: Prepare and enter data for electronic processing and storage primarily through the Flood Operations Center Information System (FOCIS).  Provide first-line technical support to users in the use and operation of FOCIS; assist with updating FOCIS accounts and passwords.  Assist the State-Federal Flood Operations Center (FOC) in the preparation and production of reports and products derived from FOCIS such as the annual Directory of Flood Officials, various emergency contact cards, and if necessary, Incident Reports, Event Reports, Situation Summaries, Section Status Reports, Action Plans, and other reports resulting from activation of the FOC under the Standardized Emergency Management System (SEMS).  

Assist with analyzing and troubleshooting problems with staff computers, printers, plotters, and other peripherals; with the maintenance of equipment and supplies such as laptops, GPS units, UPS units, and other peripheral items; with updating user desktop accounts and passwords; and with operating and maintaining the Flood Operations Center A/V equipment including during the Weather/Hydrology Briefings, if necessary resulting from activation of the FOC under the Standardized Emergency Management System (SEMS).  Assist other Flood Operations Branch staff with the collection, organization, preparation, and maintenance of data, information, documents, reports, applications, equipment, and supplies critical to the Emergency Preparedness and Response function of the State-Federal Flood Operations Center as required. Some travel may be necessary.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and /or the Public Affairs Office during Governor-declared emergencies, including flood, dam, State Water Project, and other incidents and emergencies.  During activation of the State-Federal Flood Operations Center under the Standardized Emergency Management System, the incumbent is assigned to the Flood Operations Center's Planning and Intelligence Section to assist the Department in performing its emergency response functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS

Possession of a valid California driver's license is required.

Infrequent travel may be required.  The incumbent may be required to work weekends, or holidays during flood emergencies or emergencies for which Cal EMA tasks the Department to assist.  The incumbent may be required to move equipment either solely (25 lbs. max) or with another person (100 lbs. max).

The incumbent should be familiar with California's hydrology and engineering models to verify data.  Familiar with desktop computers, office software, and database concepts.
	supervisor name: Anna Fong
	employee name: 


